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1. IDENTIFICATION 
 

Position No. Job Title Supervisor’s Position 

70-6733 Finance Administrative Officer 70-7005 Bursar/CFO 

 

Department Division/Region Community Location 

Nunavut Arctic 

College 

Kitikmeot Cambridge Bay Kitikmeot Campus 

 

Freebalance Coding: 03300-01-4-444-0302001-04-???? 

 

2. PURPOSE  
 

Main reason why the position exists, within what context and what the overall end result is. 

 
To provide and direct the Financial and Administrative support for the Kitikmeot Campus. The 

incumbent performs and overseas a variety of administrative and financial functions. 
 

The incumbent is also responsible for the activities of the Registrar by coordinating the selections, 

registrations, academic record keeping and convocation for the 300-500 learners who participate in 

College courses delivered through the Kitikmeot Campus. This ensures that essential information is 

captured to initiate and maintain learner academic records and that academic polices are fairly enforced 

and standards for graduation are consistently met. The incumbent is responsible for a total campus 

budget of approximately $5 million.   

 

3. SCOPE 

 
Describe the impact the position has on the area in which it works, or if it impacts other departments, the 

government as a whole, or the public directly or indirectly.  How does the position impact those 

groups/individuals, the organization and/or budgets?  What is the magnitude of that impact? 

 
This position is located at the Kitikmeot Main Campus Building and reports directly to the Bursar/CFO 

and functionally to the College Registrar and Dean, Health and Wellness or designate(s). The incumbent 

supervises one position, Finance and Administrative Clerk.  

 
The incumbent has commitment and Payment Authority on all expenditures for the administration office 

of the Kitikmeot Campus, up to $50,000 per transaction. In addition, in the absence of persons with 

Spending Authority, this position has Spending Authority on all transactions related to the administration 

office of the Kitikmeot Campus up to $50,000 per transaction.  

 
Kitikmeot Campus is responsible for the delivery of 75-100 courses annually throughout the Kitikmeot 
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Region. Additionally, the Campus provides support for 10-15 programs, which are delivered in multiple 

locations. The planning, organizing and operation of registration services for the campus and community 

learning centers is essential to ensure that enrolments, withdrawals, and student marks are accurate in the 

Student Information System.  The incumbent participates in establishing, implementing and enforcing 

college academic policies. In particular, the Finance Administrative Officer ensures that admissions are 

fairly adjudicated so that learners receive equitable consideration when applying for limited program 

seats. The incumbent is also the lead contact for Kitikmeot Campus for verifying Financial Assistance 

for Nunavut Students (FANS) information received from the Department of Family Services, prior to 

entry in the College Student Information System.  

 

Due to the size of the Campus, this position is sometimes required to act as Dean and assume the 

responsibilities that this entails along with their own duties.  

 

4. RESPONSIBILITIES 

 
Describe major responsibilities and target accomplishments expected of the position.  List the responsibilities 

that have the greatest impact on the organization first and describe them in a way that answers why the 

duties of the position are being performed.  For a supervisory or management position, indicate the 

subordinate position(s) through which objectives are accomplished. 

 

Overseas the Financial and Administrative functions of the campus to maintain timely and 

accurate processes.  

 

Main Activities 

 

 Establish appropriate record keeping system for all funding allocated from the GN and other 

sources 

 Ensure the application of proper financial procedures for all functions 

 Control expenditure documents originated by staff 

 Review and revise administrative procedures to improve the efficiency and effectiveness 

 Provide general information about Nunavut Arctic College programs to interested groups or 

individuals 

 Maintain file copies of all signed service and general contracts 

 Prepare invoices in a timely matter for all service contracts 

 Maintain filing system for contract invoices and receipts 

 Receive and receipt payments from learners, contractors and others for services rendered 

 Ensure cash receipts recorded and coded appropriately 

 Daily  deposits to the Bank 

 Ensure the safe keeping of cash, cheques, drafts, warrants and all related receipt documents 

 Respond to learner, staff and contractor inquiries regarding account balances, charge and 

payments 

 Provide information about financial regulations and policies and make information available to 

staff, ensuring adherence to proper procedures 

 Monitor and review position descriptions to ensure that they are up to date.  

 
Supervise the Finance and Administrative Clerk (70-00064) 

 

Main Activities 

 

 Participate in the selection process 
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 Assign work 

 Provide direction, guidance and training 

 Review work for timeliness, completeness and accuracy 

 Participate in annual performance review 

 

Act as Registrar for campus and maintain timely and accurate processes. 

 

Main activities 

 

 Take a lead role in the organization of registration activities both on and off campus. 

 Liaise with program directors and co-ordinates to set dates and times for registration 

 Ensure that an adequate supply of enrolment forms are available for the registration process, 

answer learner inquires 

 Provide for the timely processing of applications from prospective learners by reviewing the 

applications to ensure basic program eligibility is met, confirm any advanced standing, request 

additional information from the learner and/or sponsor as required. 

 Provide information to, and participate on, the Admissions Committee to determine final 

acceptance.  

 Inform applicants and/or sponsoring agency of acceptance or rejection, start dates and other 

pertinent information 

 Receive appeals for special admissions and prepare information (learner history, mature learner 

verification, etc.,) for adjudication 

 Verify accommodation availability with the Residence Manager. 

 Ensure data entry of learner information and corresponding course registration to the Student 

Information System (SIS). 

 General class lists from the SIS and provide them to the program co-ordinators 

 Maintain learner records to ensure proper assignment of credits and appropriate fee invoicing 

 Ensure that data gathered manually during the registration process is verified and input into the 

SIS 

 Receive and compile marks/achievements from academic program coordinators as per the NAC 

Policy and Procedures Manual 

 Follow up on non-compliance with grade submission policy and procedures to ensure that 

students receive transcripts in a timely fashion 

 Ensure that data is compiled in a timely fashion and that the SIS database is current 

 Verify all data entered in the SIS 

 Provide printouts and statistical reports on enrolments, withdrawals, and graduation to program 

coordinators 

 Ensure that program requirements are met, tuition and other payments are current and all 

graduation requirements are satisfied prior to issue of diplomas and certificates and other 

recognition documents. 

 Prepare diplomas and certificates for authorized signature 

 Provide input on policy and procedures for student academic matters and student affairs. Act as a 

resource person to working groups on policy and procedures or interpreting policy and 

procedures for decision making 

 Participate on the graduation planning committee and co-ordinate Awards selection. Serve in a 

ceremonial capacity at convocation 

 Ensure that FANS activities are properly implemented at Kitikmeot Campus. Establish 

procedures to ensure that the issue FANS is consistent with the enrolment status of the learner 

 Ensure that all monies (i.e., tuition, accommodation) learners owed the College are cleared and 

that receipts are issued to the learner 

 Maintain and update accounts receivable records to ensure proper control over receivables. 
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 Assumes the duties of the Finance and Administrative Clerk when position is vacant or 

incumbent are on leave. 

 

Control the security and safety of the Administration office to ensure confidentiality of records. 

 

Main Activities 

 Supervise the maintenance of confidential learner records 

 Establish procedures and monitor the security of cash – revenue and petty cash 

 Monitor the equipment and material inventory 

 Take corrective action in cases of identified safety hazards  

 

Provide HR services to the Campus Staff 

 

Main Activities 

 Maintain the leave and attendance files for up to 25 indeterminate full time Campus staff to track 

leave and attendance on a monthly basis by calculating leave credits for vacation, sick, and 

special leave. Process College staff over time for payment or banked hours for lieu time 

 Ensure that there are all documents pertaining to leave and attendance in their files, leave and 

registrations, application for leave etc… in the files 

 Maintains up to 25 casual Employee files and ensures timesheets and casual staff pay actions 

have proper authorization and are processed on a bi-weekly basis  

 Complete date entry of leave in leave spreadsheets and self-service  

 Prepare clearance from and complete file audits 

 Complete fiscal year end audits for leave and attendance for GN and NAC fiscal year ends 

 Provide advice to Campus staff on Financial policies and regulations   

 

 

 

5. KNOWLEDGE, SKILLS AND ABILITIES 
 

Describe the level of knowledge, experience and abilities that are required for satisfactory job performance. 

Knowledge identifies the acquired information or concepts that relate to a specific discipline.  Skills describe 

acquired measurable behaviours and may cover manual aspects required to do a job.  Abilities describe natural 

talents or developed proficiencies required to do the job. 

These requirements are in reference to the job, not the incumbent performing the job. 

  
The incumbent should have sound knowledge of the accounting cycle and/or bookkeeping practices, 

corporate accounting in a computerized accounting environment, as well as knowledge of theories, 

principles and practices of financial and HR administration (including Collective Agreements).  

 
To incumbent should also have knowledge of Student Information Systems (SIS), and operating systems, 

as well as knowledge of principles and practices of academic registration, record keeping and 

convocation, word processing, spreadsheets, databases, graphics and presentation soft wares. 

 

Supervisory skills are required to supervise the Finance Clerk and interpersonal skills are required to 

work effectively with learners, faculty, management and clients purchasing programs on behalf of their 

assigned staff. 
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Typically, the above knowledge, skills and abilities are acquired through: 

 Two years of related experience 

 A diploma in Business Administration or Management 

 1 year of supervisory experience 

 

An acceptable combination of education and experience may be considered. 

 

This position is a position of trust, as the incumbent is responsible for large amounts of cash and goods.   

 

 

 

6.  WORKING CONDITIONS  
 

List the unavoidable, externally imposed conditions under which the work must be performed and which 

create hardship for the incumbent.  Express frequency, duration and intensity of each occurrence in 

measurable time (e.g. every day, two or three times a week, 5 hours a day). 

 

 

Physical Demands 

 

Indicate the nature of physical demands and the frequency and duration of occurrences leading to physical 

fatigue or physical stress. 

 

Most of the incumbent’s time is spent in a sitting position working at a computer terminal. This may 

subject the incumbent to fatigue, eyestrain, and repetitive stress injury such as carpal tunnel syndrome. 

Bending and stretching are required for filing and storage of information. 

 

 

Environmental Conditions 

 

Indicate the nature of adverse environmental conditions to which the jobholder is exposed, and the frequency 

and duration of exposures.  Include conditions that increase the risk of accident, ill health, or physical 

discomfort. 

 

The incumbent generally works in an office environment. Daily exposure to florescent lights. The 

incumbent may be required to travel 1-3 times annually by aircraft to participate in training and/or work 

with other staff.  

 

 

Sensory Demands 

 

Indicate the nature of demands on the jobholder’s senses.  These demands can be in the form of making 

judgements to discern something through touch, smell, sight, and/or hearing.  It may include concentrated 

levels of attention to details though one or more of the incumbents’ senses. 

 

Intense concentration is required when working with the computerized database to ensure data accuracy. 

This occurs when verifying date entry, entering data and completing data analysis.  
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Mental Demands 

 

Indicate conditions within the job that may lead to mental or emotional fatigue that would increase the risk 

of such things as tension or anxiety. 

 

 The incumbent must balance multiple demands and urgent requests for information. The situation can be 

stressful when the incumbent must meet short deadlines while ensuring complete data accuracy.  

 

Peak periods in the registrar portion of the work usually occur at the beginning (4-6 weeks) and at the 

end (3-4 weeks) of the academic semester. Each academic year has three semesters (Fall, Winter and 

Spring/Summer). Peak periods require the incumbent to constantly exercise considerable organization 

and priority setting skills. Usually physical (exhaustion) and mental stress (balancing multiple demands) 

develop during these times. 

 

The incumbent ensures that data is gathered from various sources, including the program directors and 

the Government of Nunavut Department of Family Services. The incumbent ensures the data is entered 

into the SIS on time to meet deadlines for transcript production, issuing of Student Financial Assistance 

and statistical reporting. This can be stressful when key pieces of data are not forthcoming in a timely 

fashion.  

 

The incumbent ensures that subordinates provide date input so the incumbent can meet deadlines. This 

can be stressful when key pieces of data are not forthcoming in a timely fashion.  

 

The work is complex, with a heavy work volume. Tight deadlines produce a high level of stress on the 

incumbent. Dealing with College debtors and creditors requires both tact and assertiveness; these 

personal characteristics are difficult to balance.    
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7.  CERTIFICATION 
 

 

 

__________________________________________ 

Employee Signature 

 

 

 

Printed Name 

 

 

 

 

 

 

Supervisor Title 

 

 

 

Supervisor Signature 

 

 

 

Date:   Date   

I certify that I have read and understand the 

responsibilities assigned to this position. 

 

I certify that this job description is an accurate 

description of the responsibilities assigned to the 

position. 

  

  Deputy Head Signature 

 

  

Date 

 

I approve the delegation of the responsibilities outlined herein within the context of the attached organizational 

structure. 

 

 

 

8.  ORGANIZATION CHART 
 

Please attach Organizational Chart indicating incumbent’s position, peer positions, subordinate 

positions (if any) and supervisor position. 

 

 

“The above statements are intended to describe the general nature and level of work being 

performed by the incumbent of this job.  They are not intended to be an exhaustive list of 

all responsibilities and activities required of this position”. 


